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25X1 I. Vital Records |:| 1. Reviewed snd spproved a revised Vital Re-
cords Deposit Schedule for Central Cover
Statf, DDP.

2. Reviewed apd spproved a revised Vital Re-
corda Devosit Schedule for Security Records
Division, Office of Security.

3. Reviewed snd spproved s revised Vital Re-
cords Schedule for 0SI. This gehedule in-
cludes some itews that will be the respon-
sibility of DDS&T/OEL snd the DDI Collection
and Guidance Staff.

25X1 II. Records Dispostion 1. Disapproved a revision Jn the OTR Records

‘ Contrel Schedule proposing that 1 item be
made permanent; as result of negotistion with
the ARO this was changed to temporsry.

1. Approved an edtion of item to the Re-
cords Control Schedule for the Office of
Security.

2. Reviewed and approved s cowplete revision of
Records Comtrol Schedule for OSI. A rar-
ticular commendation was made to the AD, OSI
for the splendid work performed by the ARO
in the revision of this schedule.

25X1 IIT. Forms Management |:| 1. Cowpleted 23 mew forms and revised 11 ex-
nting fom

2. Designed & new form for OCI, "Secure Ares
Adwittance Record”. This waa formerely 2
bootleg forw and printed every 2 wonths.

A 15 month 3 pp hag now been mede avall-
m} and this will eliminate the typing
a

printing of 7 Mats. ("5’3%4 ? .

o 3. Designed 4 Worksheets for ORR for the
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collaction of Agriculture dats frow Communist

China. Thege forws will be used to pre- -
pent and analyze the date; errors in esl-~
eulation will be reduced and the typing

of mmerous tabulations will be eliminated.

Designed 3 new forws for ADP/Comptroller to
schedule Computer work. ‘These replace 3
bootleg forms.

Designed 3 Security Officer Check Lists for
TS0, This eliwinated bootleg versions of
theége fores which had been used pre-

‘viously & yearm. Converting these to off-

set rrinting and providing a 18 months

supply ssves $200.
. Caneelled requistion from OTR for a new

Bin Card Forw to be used [ Jond sub-
stituted an existing form used by Office

of Loglsties. This results in = aaving

of $150.

Reactivated snd ordered 2 government Standard

Forma for OF wvhich they had wade obaoleta in
error.

Arranged for s yesrs supply of forms fromw
State Department and Depertment of Defense

in order to eliwinate the frequent ordering
of these forws in smsll gquantities.

Two Payroll forms for use in Unvouchered
Fonds were approved apd sent to PSD,

Redesigned forms 1389 and 138%. Thege
forms ar® the key to indexing of Cables
for the DDP Walnut System.

maé tentative arrangewents to begin Forms
Managewent Survey in Medicsl Staff, 16
Septenber,

7 Approved For Release 2005/11/21 : CIA-RDP70-00211R000500090005-1

25X1



25X1

25X1

25X1

25X1

25X1

25X1

e

NI e [

Approved

PITIE OF ASSIGNMENT Fe5 Ratesec?008/11/21 | CIATRDP70-00211R008EABHE04B FESUITS

III. Forms Managewent | | 3. Redesigned s Program Set Up Sheet for ADP
(Continued) Staff. This form will be used to rewrite
the various Programs on the Computer.

k. Completed 6 mew forms apd 5 revised forms.

IV. Records Managewent [ ] 1. Cowpleted 10 Records Control Schedules.
Survey (DDS&T) : The Executive Officer, Mr. Blake, has re-
guested tiwe to review the schedule for
the iwmediate offlce of ‘the Deputy Director
pefore signing it.

Y. PFiling and Equipment and :l 1. Arranged for FID/DDP to utilize 120 sec-
Suppliea ) tions of Shelving from gurplus stock--
seving approxiwstely $1100.

2, Approved a requisition for 5 gpecisl folders
for OSI.

3. Approved requisition from Communications for
apeclial mechanized Card File to store Engineering
gpecificatlions. i

4. TInspected request for secure area in OCR aiid
‘ deterwined there were uo records mansgeuent
iwplications.

5. Inspected 2 proposed secure 2reas Por DISET
and determined that there were no Records
Monagement Twplications.

vI. Correspondence Management[ | 1. Completed Correspondence Handbook and de-
1ivered origimal and 3 copiea 1o EA/DDS
on 12 August for forwarding to Regilations

Control.

VII. Mail Mansgement [ ] 1. Vork on Handbook delayed temporarily due-
to vacation and precedent of other business.
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VIII. Operation of Archieves I:l
and Records Center

IX. Miscellaneous
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Recelved 1290 eu. Pt. and disposed of

by destruction and transfer 167h eu. b T3

& net loss of 384 cu. ft. This was
accowplished primarily by the transfer

of a substantial volume of publieations to
the Joint Publications Resesrch Service.

Requests for Reference Services amounted to
TL,279 itews. Cusulative reference services
perforned by the Centar for Agency officen
awounted to over 2 willion items since the
Records Center was organized.

Effective 1 August the Courier Service
function was transferred to the Office of
Logisties.

As result of epproval frow DDS the Defense
Intelligence Agency Records Officer hes been

furnished with gowe soterials pertinent to
our Frogram.

Nine unused h-drawer Safes have been re-
turned to stock as result of exanining
Security Cheel Sheets and having the
component racords officer deteruine why
certain sofes Were not being used, currently.
Baged on current valuss, this ig the equive -~
lent of approximately $4800 in savings:

(Records Center
e (RecMgt 1-k-3)
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